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CHAPTER I 
ffTATE..1v!ENT OF THE PROBLEM 
Introduction 
The preparation of a handbook for pupils entering high 
school is by no means a recent development in the educational 
field. Handpooks of_ various types hav~ been prepared and 
published by many schools and school systems, especially 
student handbooks. These'are.usually printed in the form of 
pocket size manuals for .the primary purpose of orienting the 
boys and girls in their OIDL school situations. 
Handbooks are used ?dvantageouf3ly.by school systems in 
many phases of their educational structure. Principals have 
found it helpful to issu~. ha:p.dbooks .to parents. of pupils 
entering school, explaining such aspects of school which may 
apply to the pupil and family needs. 
School boards often issue handbooks to newly hired 
teachers giving them first-hand information about the system 
of which they will become a part. 
The need of handbooks written to explain phases of the 
school pr'ogram are of the utmost importance an.d value and is 
in keep.ing with current trends throughout the country. In 
many instances, depending upon the particular system, the 
transition between elementary and secondary school is a 
tremendous one. If the pupil is not given adequate help to 
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make the change, his emotional stability and future success 11 
--
'I j,
II as a student may be in jeopardy. 
I 
Justification 
The Ashland High School has approximately four hundred 
and sixty students enrolled at the present time with the 
,, 
1 prospect of over six hundred vTi thin two years. II 
New pupils entering the school are in need of information 11 
'I 
to help them during the first few weeks of school. The one II 
assembly held for the purpose of explaining necessary informs- 11 
tion to newcomers is not sufficiently meeting the needs of il 
the pupils. i 
Many school systems hold an orientation day program late 
in the year. Prospective students are invited to participate 
in a typical routine school day. Programs such as these are 
steps in the right directions but leave much to be desired 
both from the standpoint of the pupils and teachers. 
It is felt that the development of a handbook for the 
Ashland High School is justified in that it_ will help meet 
a definite need for this school, and will aid in bringing 
the school and pupil together into a better QDderstanding 
and solution of the problems of the high school pupil in 
this particular situation-. 
Scope 
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The study will undertake to arrive at a selective list 
I of items for inclusion in the Ashland High Sc-hool Handbook 
I II-
. I 
by assemblin8:information derived from four sources: · 
1. A number of towns and cities will be consulted as to 
what is available in the handbooks used in their 
particular situations. This procedure to be carried 
out with the immediate objective of analyzing item 
frequency in the books obtained. 
2. The members of the faculty of the Ashland High School 
will suggest specific items that they feel should be 
included in the handbook. 
worthwhile to include in the handbook. 
4. The present sixth grade students will be asked to 
suggest the items of concern to them about the school 
I 
q 
I 
they will enter in the fall. I 
It is felt by the writer that by these means,a sound list I 
of meaningful items will be arrived at for final inclusion in 'I 
I 
the handbook. 
The handbook developed by this study will be published 
and distributed to all the classes of the Ashland High School 
I 
in September, 1957. Thereafter it will be distributed only to 1 
the in-coming class. II 
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CHAPTER II 
REVIEW OF RELATED LITERATURE 
Findings 
The handbook plays a very important part in school admin-
istration. It can be said that n •••• for smoother operation, 
11 
higher morale put policies and procedures on paper. u Just as 
essential as an index of a book is to the reader, the handbook 
minimizes the difficulties for new members of any given situa-
Y 
substantiates I tion, thus assisting the administrator. Ryan 
this statement as follows: I 
. 
11As a practical means of solving day-to-day problems l 
in administration, many school systems have printed state-~ 
ments of school board policies; they use also teachers' 
handbooks, custodians 1 manuals, and even students 1 hand- I 
books.tt . 
3_/ I 
Knight is also of the opinion that a handbook is a l 
useful instrument. He says in part: 
11Administrators and teachers are firmly convinced 
that school work moves forward much more smoothly if 
members of the annual in-coming class are familiarized 
with the school plant, institutional customs and proce-
dures, and curricular arrangements either before the~ 
enter or as quickly as possible after classes begin. ' 
The handbook not only tends to guide the pupil in a new 
1/John Wilcox, tt;put :Policies and :Procedures on :Paper, 11 The 
School Executive,{April, 1954), 73:60. 
g/Edward J. Ryan, 11Have It In Writing, 11 The American School 
Board Journal, (June, 1955), 130:30. 
2/E. B. Knight, "Orientation Devices, 11 Nation's Schools, 
TFebruary, 1945), 35:43-44. 
I 
,I 
li 
II I, 
4 
il 
II 
situation, but also, it helps create a better understanding 
between the school and the pupil, and the home. Kershaw and 
1.1 
Carbe:ck claim:: 
1: 
I' ji d 
i 
I 5 ! 
; 
I 
"Certainly the handbook has its greatest value in 
1
j 
the adjustment and guidance of new pupils. Such a book 
placed in the hands of a freshman will not only be read ,,. 
by him, but at that interesting point in his school life 
will probably be closely read by his parents thereby ,, 
acquainting them with the practices of the school and the I 
opportunities there offered to the pupils. It is an admin-11 
istrative device promoting efficiency through the economy I 
of time and effort; it is of value to the pupil as a means!, 
of training him to be. selfrelia. nt in going to a standard 1'1 
source of information instead of resorting to the hap--
hazard assistance he is able to obtain from those about J. 
him or learning by the slow andwasteful process of making, 
mistakes." · 
Parental concern over their children's progress and ad-
justment in school is great. They like to know what the 
school expects of their children. The handbook can be used to 
keep parents informed of school policies and procedures. y . 
Bracken points out: . 
II 
I 
11 
••••• such a handbook can be a sharp public relations 
tool, giving the ·what, why, and how of school regulation?, 1, 
stressing the positive, hopeful side of school life and 1 
inviting cooperation from the h9me. I 
Most forward-looking educators would agree that hand-lj 
books are needed right along thru the school system, espe-1• 
cially at the beginning and at breaks between elementary 1 
and high school levels. A continuous stream of pertinent, 
attractively presented information going out to students i 
and their parents can do wonders toward eliminating ~~ 
i/William Kershaw and Clarence Carbeck. 11 The High School 
Student Handbook," School Review, (October, 1924), 32:587-597 
g}John L. Bracken. fiLet the Handbook .Answer Those Questions, 11 
The School Executive, (October, 1953), 73:54-55 
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. ll feelings of' confusion, insecurity, and frustration. .And il 
it pays valuable dividends in improved school public 11 
relations. 11 'I 
McKovm 1/devotes a chapter to the formation of a handbook !I 
ii 
il 
on the secondary school level. The purpose of a handbook 
McKown says: 
11 
••••• is to hasten the assimilation of the new stu-
dent. It provides for him, in a concise and convenient 
form, the information which will aid him in becoming a 
real member of the school; it codifies the various rules 
and regulations of the ·school; explains its purpose and 
organization; describes its curricular and extra-curri-
cular program; offers counsel and advice; and informs the 
student of what is expected of him. In short, it intro-
duces him to his school. 
Although the handbook is designed mainly for the new 
student, yet it is valuable also :for the older student. 
Some of its materials will not be needed immediately by 
the new comer but in the later years of his school life 
as he becomes interested in organizations to which he is 
only then eligigle or in activities which had never be-
fore appealed to him. 11 
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The use of the handbook as guidance tool is not a new II 
idea. Much has been written on the sg;ject of the handbook li 
in relation to guidance. As Kaluge2"' . writes: 11 
"The handbook is more and more becoming one o:f the Jl 
most potent tools for orienting a new pupil to his schoo1.
1
j 
It should be written in a clear and simple manner, 
with the paragraphs short, the headings clear and in 
large type, and with plenty o:f •white space'. 
Much time and energy is lost by befuddled pupils who 
just don't know what it's all about. In a student hand-
book hundreds of perplexing questions can be answered to 
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Ill 1/ Harry .C •. McKown. Extra-Curricular Activities. The MadUllan 
1
• 
Company, New York, 1938,pp. 480-501. ,I 
g/George 
!I Clearing 
Kaluger, uDeveloping an Informative Student Handbook, ~~11 
House, (September, 1949), 24:17-22 I! 
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the complete satisfaction of' the pupils.n 
.v 
A study by George points out also that: 
11 The handbook serves as a catalytic agent to hasten 
the adjustment of' the new pupil to the school. The book 
is a guide which saves the pride of the new boy or §irl 
who might otherwise commit embarrassing blunders during 
the :first weeks of' school." · 
Summary 
II 
l 
I, 
books, well planned and well constructed. 
The writer in this chapter has quoted :from related studies! 
. I 
on the subject of' handbook preparation and value. Certainly, ! 
I 
I 
it 1orill be agreed that satisfactory adjustment of' a pupil to 
a trying situation wi.ll aid tremendously to his success. 
The more that we, as educators, can do to bri.dge the gap I 
and soften the transition between elementary and secondary 
1
1 
schools, the more ef'f'ecti ve we will be as builders of' success-~1 
f'ul citizens. I 
I 1/ .J .J .. . George,. HThe Essentials of' a Secondary School Handboo.k, 1!' 
Unpublished Master 1 s Thesis, Boston University, 1941. ~ 
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CHAPTER III 
PROCEDURE 
The handbook, as it applies to this study, is a s.ta te-
.. , 
!j 
!, 
:I 
II 
I' 
I' 
il 
ment of the general rules, regulations, and information about I! 
a school and the policies g'overning its operation. !j 
'I 
The II 
grades seven through twelve are all in one building, which li 
The Ashland School System operates on the 6-6 plan. 
has been in use for only one and one half years. The popu-
lation in that building is approximately four hundred and 
sixty pupils. 
The idea to compile a student handbook for the Ashland 
'I 
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j
1 
High School came when the writer and other faculty members 
were discussing the apparent lack of knowledge on the part 
li 
II 
II 
I 
of the students in regard to the rules and regulations of the !! 
school. Many teachers commented on the confusion that reignedj 
among the students during the first few weeks of school. It l 
was agreed that written information, handed to the students :I 
ji 
at the beginning of the school year., would help to orient the ,j 
II students more quickly and reduce confusion to a minimum. The 
idea was then presented to the principal and superintendent; 
the project received their enthusiastic approval. 
The 1-r.citer was anxious that the project should be the 
' 11 
result of group thinking. For, as Turner points out: 
li !I 
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11The handbook should be the result of' group thinking ·Ji 
Various persons can be asked to prepare sections which .
1 
vi tally af'f'ect their work, resulting in a better treatment!! 
than could be achieved by the administrator alone. Furtherj; 
more, the assistance of' many people in the preparation of' ·! 
the handbook has the ef'f'ect of identifying them with the !I 
finished product, making it more universally acceptable il 
to the persons who will make the most of' it. 11 ,~~ 
How other handbooks were utilized.~- The first step in thi~ 
procedure was to write the letter, included in this thesis as lj 
appendix A, to principals of' schools in various towns and 
cities requesting copies of student handbooks used in their 
li 
il il 
II 
1: 
'I 
school systems. The purpose f'or this was: (1) the writer coul~l 
be better informed as to the content of high school handbooks 
already in use, and, (2) the students could analyze the hand-
books f'or content. 
I 
I 
II 
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Twenty-five states were represented. No attempt was made J 
to select towns or cities of' any one type. 
The responses received f'rom these school systems may be 
found in Table I. 
Table 1. Student handbooks analyzed in this study and their 
sizes 
- . 
- ' - - •' A ' " - . -
City State Size of Number 
Handbook of' Pages 
(1) {2) (3) . - (4)_ 
. . .. 
Albany ••••• e •••• Oregon 6z X 4 52 
Albuquerque ...... New Mexico 9· X 6 56 
*Bennington •••••• Vermont 11 X Bt 7 
Billings •••••••• Montana 6 X 4 19 
Brockton ......... -
·' 
·Massachusetts 11 X Bt 40 
Brookline ••••••• Massachusetts 9 X 6 48 
(concluded on next page) 
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Table 1. (concluded) 
I 
. . . . 
- . . . - ... 
City State Size of 
Handbook 
(1).-. I . -(.2) . - .. -1 .. - .. {.3} .... . .. 
.. 
-I 
. . . . . . . . . . - . 
Casper •••••••• •'• Wyoming 6 X 4 
Canton •••••• · •••• Ohltb 52. X 4 
Concord .•••••••• ~ California 6t X 4t 
Danville •••••••• ~ California 6f X 4 
*Dodge Oi ty •· ••• •.• n Kansas 11- St ~ X r Flagstaff' ••••••• ~ Arizona 5tx 3 Hornell ......... -. New York 6' X 4 
Kokomo ............. ~ Indiana 5t X 3~ ~ 
Lawrence ••••••• ·• ~ Massachusetts 5 X 3],_ ~ 
Lead •••••••••••• South Dakota 9 X 62 
Ma.con ............ Georgia 6 X 4t 
Milford ••••••••• Massachusetts 6 X 4 
*Natick ••••••••• 1• I Massachusetts 11 X st ) 
*Needham ••••••••• Massachusetts 12 X 9 
Orlando ••••••• •'• I Florida· 6 X 4],_ 
Piedmont •••••••• California 6t X 4t 
P·ine Bluff' ....... Arkansas 6 X 3-l. 
Pittsfield •••••• Massachusetts 6 X 3f 
it-pleasanton •••••• California 5t X 6t 
Pocatello ••••••• Idaho 81. 2x 5t 
Port Huron ....... Michigan 6 .X 4 
Portland •••••••• Maine 4t X 3 
Scarsdale ••••••• .\ New York 52. X 3.:!... 
Schenectady •••• ;. . New York 5t x 3~ 
Stamford •••••• .-. ' Connecticut 5t x 4t 
Springf'i eld ••••• :Missouri 8],_ X 51. 
Tulsa ............ Oklahoma 7t X 5t 
*Wellesley ••••••• I Massacl;lusetts' 11 X 81 *Yakima •••••••••• Washington 11 X 82 
* Indicates a mimeographed publication •. -
I 
. . -
Number 
of' Pages 
(-4). ... 
. . . . 
72 
72 
105 
28 
24 
32 
52 
148' 
16 
24 
60 
58 
11 
29 
64 
74· 
55 
29 
15 
32 
36 
35 
48 
71 
50 
48 
79 
6 
19 
. -
. .. 
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Table 1 shows the towns and cities which forwarded hand- I 
books. Seventy per cent of' the cities forwarded copies of' 
student handbooks currently in use in their school system. 
per cent replied stating that handbooks are not being used. 
I Twenty per cent 
~~- f'orm letter. 
of' the cities contacted made no reply to the 
-~ 
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II 
I 
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li 
The size of the handbooks varied. Approximately sixty 
per cent of the handbooks received were small enough to be 
carried in a pocket. 
An item analysis .was made of the handbooks received. 
I· I' 
lj 
I. 
II 
lliJI 
l 
frequency of mention of items in the handbooks was tabulated. 
I 
II 
I 
The result of the tabulation is given in Table 2. 
Table 2. Frequency o:f Mention o:f Items 
Included in Thirty-Five Hand-
books 
Items 
(1) . 
Faculty . ..• -••.•.••..••••••• •· •••• s 
Marking system •••••••• · ••••••••• 
Index ..•.••••••••.••••••••••••• 
Athletics •••••••••••••••••••••• 
PrQgram o:f studies ............. · •• 
General rules and regulations •• 
Foreword••••••••••••••••••••••• 
Assemblies ••••••••••••••••••••• 
Clubs . ....••••.•••••••••••••••• 
Cafeteria ••••••••••••••••••••• ~ 
Floor plan. -9 •••••••••• ·-~ •.• -..... .. 
Graduation requ'irements •••••••• 
College entrance requirements •• 
Student council •••••••• ~ ••••••• 
Attendance ••••••••••••••••••••• 
Library •.•••••••••••••••••••••• 
Appropiate dress ••••••••••••••• 
Bell schedule .................. •'•. 
Song cheers •••••••••••••••••••• 
School calendar ................ . 
Health services •••••••••••••••• 
Fire drill •••••••••••••••••• ~·· 
Awards and honors •••••••••••••• 
Lost and foun.d ••••••••••••••••• 
Lockers •••••••••••••••••••••••• 
Cheerleading ••••••••••••••••••• 
Dances ••••••••••••••••••••••••• 
Band • ••••••••••••••••••••••••• r •. 
(concluded on next pa~e) 
Fre-
quency 
.. .(2 ) .. 
I 35 
35 
35 
34 
34 
32 
32 
31 
30 
29 
29 
26 
26 
25 
25 
23 
22 
20 
20 
19 
18 
18 
15 
14 
12 
11 
10 
10 
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Table 2. (concluded) 
Items 
(1) 
Scholarships •••••••••••••••••• 
Detention ••••••••••••••••••••• 
Transportation •••••••••••••••• 
History ••••••••••••••••••••••• 
Good manners ..... • .............. . 
Daily schedule •••••••••••••••• 
School colors ••••••••••••••••• 
Alma Mater •...•••••••••••••••• 
Publications •••••••••••••••••• 
Blank pages ••••••••••••••••••• 
Guidance ....... ••••••••••••••••• 
Lavatory privileges ............ . 
Textbooks ..................... . 
Passes ••••••••••.•••••••••••• • rf.-
Advertisements •••••••••••••••• 
How to study ••.•••••••••••••••• 
Fre-
quency 
l2) 
9 
9 
9 
8 
8 
7 
7 
·7 
6 
5 
5 
5 
4 
2 
2 
1 
Table 2 indicates the frequency of items appearing in 
thirty-five handbooks. 
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How the faculty was utilized.-- The writer approached the ,I 
I 
I 
teachers for suggestions through the form letter included in 
had had to answer the students' many questions pertaining to 
school rules and regulations, that their suggestions would be 
of great value. The tabulation of their suggestions is·lgiven 
in Table 3. 
12 
lj I 
Table 3. Frequency of Mention of Suggested 
Handbook Topics Offered by Twenty-
Four Members of the Faculty 
Information 
Pertaining to: 
(1) 
I. · Personnel 
names ••••••• ~•••••••••••• 
location of rooms •••••••• 
II. Rules and Regulations 
absence •••••••••••••••••• 
dismissal •••••••••••••••• 
tardiness •••••••••••••••• 
appropriate dress •••••••• 
passing procedure •••••••• 
floor plan.- •••••••••••••• 
detention •••••••••••••••• 
passes ••••••••••••••••••• 
bell schedule •••••••••••• 
conduct ••..•.•..•....•••• 
library ••..•.••••••••• ~·· 
school ·calendar ........... . 
marking system ••••••••••• 
custom and traditions •••• 
cafeteria •••••••••••••••• 
transportation ••••••••••• 
lockers.~··•e•••••••••••• 
fire drill ••••••••••••••• 
lost and found ••••••••••• 
no school signal ••••••••• 
III.Curriculum 
subjects offereq.. ••••••••• 
graduation requirements •• 
IV. Extra-Curricular 
athletics •••••••••••••••• 
clubs offered •••••••••••• 
student council •••••••••• 
Fre-
quency 
(2) ~ 
14 
10 
24 
24 
23 
22 
22 
20 
20 
18 
18 
18 
16 
15 
15 
15 
13 
12 
12 
10 
9 
7 
22 
20 
20 
19 
18 
II 
II 
I 
II 
II 
II 
I' 
II 
I 
I 
II 
II 
I 
II 
I 
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Table 3 indicates those i terns \'lhich were suggested by the 
faculty as being important enough to include in the proposed 
handbook. 
Hovr the English classes were utilized.-- The writer met~ 
with the faculty at a general meeting to discuss the possible 
ways that she might obtain the first hand suggestions of the 
students, who had experienced the difficult adjustment period 
at school. 
One suggestion was, that the writer would meet with the 
students at an assembly to dlscuss t~e project with them. 
Since there are some four hup.dr_ed and· sixty students Ln the 
school, it was felt that the discussi'on would not be too mean-
·ingful. 
The second suggestion that the home room teachers discuss 
the project with their students, -rrras considered impractical 
since the home room period is only fifteen minutes long. 
The third suggestion was to utilize the English classes. 
Since every student is required to take English and the period 
are forty three minutes long, this seemed the best avenue of 
approach. 
It was agreed that the viTiter would make up the ques-
tionnaire included in this thesis·as appendix C, as an outline 
for the English teachers to follow. The written responses 
were then sent to the writer for tabulation. The res1.1.l t of 
the tabulation is given in Table 4~ 
14 
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Table 4. Frequency of Mention of Suggested 
Handbook Items Offered by Four 
Hundred and Forty High School Students 
Information 
Pertaining to: 
1 
I. Personnel 
Fre-
quency 
2 
teachers' names......... 255 
location of rooms ....... 1• • 218 
II. Rules and Regulations 
absence ••••••••••••••••• 
floor plan •••••••••••••• 
tardiness ••••••••••••••• 
dismissal ••••••••••••••• 
bell schedule ••••••••••• 
general rules ••••••••••• 
customs and traditions •• 
marking system •••••••••• 
passing procedure ••••••• 
library . ..............•• 
transportation •••••••••• 
appropriate dress ••••••• 
textbooks ••••••••••••••• 
lockers~···········~•••• 
school calendar ••••••••• 
cafeteria ••••••••••••••• 
class responsibility •••• 
assembly •••.•••.••.••••• 
fire drill •••••••••••••• 
lost and found •••••••••• 
no school signal •••••••• 
publications •••••••••••• 
III. Curriculum 
subjects offered •••••••• 
graduation requirements. 
IV. Extra-Curricular 
athletics ••••••••••••••• 
clubs ••........ ~··•••••• 
student council ••••••••• 
309 
309 
306 
297 
294 
294 
287 
286 
265 
243 
241 
219 
194 
191 
178 
172 
161 
123 
96 
87 
84 
47 
231 
193 
226 
211 
124 
li 
1: 
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Table 4 indicates those items which were suggested by the 
high school students as being worthwhile to include in the 
handbook. The writer feels this data to be useful as the stu-
dents listed the problems encoUl~tered by them when they entere 
the school. 
Contributions of the nresent sixth grade$-- It was felt 
I' by the -writer and several members of the faculty that the 
opinions, ideas, and suggestions of the present sixth grade 
pupils should be included in the data. Since in the latter 
part of the year the sixth grader begins. to thiP..k in terms of 
his entrance into high school., their. suggestions would be most 
valuable. 
Permission to utilize the sixth grade was granted by the 
elementary principal and a meeting with the sixth grade teache-
was arranged. 
The questionnaire included as appendix D, although some 
what simplified, \'las similar to .that used in the high school. 
The sixth grade.teachers were asked to use the questionnaire 
as an outline in their discussion with the pupils. The writte 
re·sponses were then sent to the writer for tabulation. The 
results of the tabulation are given in Table 5. 
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Table 5. Frequency of Mention of Suggested 
Handbook Topics Offered by One 
Hundred and Five Sixth Grade Students 
Information 
Pertaining to: 
(1) 
I. Personnel 
Fre-
quency 
(2) 
teachers 1 names .......... ·• 91 
location of rooms....... 68 
II. Rules and Regulations 
floor plan ••• !•••······· 
customs and traditions •• 
absence .... ~············ 
tardiness ••••••••••••••• 
bell schedule ••••••••••• 
transportation .......... . 
school calendar ••••••••• 
general rules ........... . 
marking system •••••••••• 
dismissal ••••••••••••••• 
cafeteria ••••••••••••••• 
library ••••••••••••••••• 
appropriate dress ••••••• 
passing procedure ••••••• 
lockers .•••••••••••••••• 
fire drill •••••••••••••• 
study habits ............ . 
lost and found •••••••••• 
no school signal •••••••• 
materials needed •••••••• 
III. Curriculum 
subjects offered •••••••• 
promotion requirements •• 
graduation requirements. 
IV. Extra-Curricular 
athletics ••••••••••••••• 
clubs ••••••••••••••••••• 
student council ••••••••• 
cheerleaders •••••••••••• 
I 
102 
88 
81 
81 
78 
77 
74 
71 
69 
69 
67 
63 
56 
43 
41 
40 
36 
28 
25 
19 
97 
78 
42 
97 
53 
37 
23 
il 
II 
\1 ,, 
II 
!I II 
II 
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ll 
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I 
I 
I 
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Table 5 indicate.s those items which were suggested by the 
sixth grade students as to what they would like to know about 
the Ashland High School. 
IR 
CHAPTER IV 
CONCLUSIONS AND RECOMMENDATIONS 
Conclusions 
The data included on Table 4, page 15, of this study, 
would indicate that the high school students had and still 
have many questions concerning the rules and regulations of 
their school. The motivation and interest of the students 
ran high as was indica ted by their I'Tri tten responses to the 
questionnaire. 
Table 5 points to the areas of most concern to the sixth 
grade students as they look forward to high school life. The 
sixth grade teachers reported that the students showed much 
enthusiasm for the project. 
Tables l mld 2 will give the reader a general idea of 
the size and content of the handbooks analyzed in this study. 
It could be concluded that the handbook should be written in 
a simple manner and have short paragraphs covering all school 
policies and procedures. It should be small enough so that 
it might be easily carried in a pocket or pocket-book. 
The writer realizes that an evaluation of this project---
the Ashland High School Handbook---would be of tremendous valu 
~· to this study. Such an evaluation is impossible at this time, 
since the handbook will not be ready for distribution until 
September 1957. Tables 1 and 2, pages 9 and 11, are an 
19 
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evaluation of what other school systems have done in this area. 
Recommendations for Further Research 
There are several suggested topics for further research 
which stem from this study. One of these could well be a 
study to determine the best method of using the secondary schoo• 
handbook as a guidance tool. 
A second possible study could be developed in the area of 
a preparation of a handbook for various clubs and extra-curri-
cular activities of a school. 
Newly hired teachers could be given handbooks to better 
aquaint them with the school and its policies. 
Needless to say, the handbook has become a very important 
and influential educational tool. 
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Dear Sir: 
Appendix A 
ASHLAND HIGH SCHOOL 
Concord Street 
Ashland, Hassaohusetts 
November 8, 1956 
As part of the requirements for the degr-ee of Master of 
Education in Guidance apd Counseling from Boston University, 
I am.de..-eloping a flHandbook for Pupils of the Ashland High 
SchooL> ~ 1 • 
So that I can be better infolcmed as to the content of 
high schaol handbooks already in useJ I am writlng you to 
respectfully request you:c assis-tance" 
Does your system have a handbook for each pup~? 
If your school is using a handbook7 I shall be grateful 
if you will be kind enough to forward a copy to me at the 
above addresso lf there is any charge for the book~ I shall 
be glad to reimburse youQ 
If you wish, I will return the book to you, and will be 
happy to send you a copy of our handbook when it is com-
pleted. 
Thank you for your cooperatibn. 
Yours truly~ 
. Helen Czrnawski 
HC:jn 
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To the Faculty! 
Appendix B 
ASHIJu~D HIGH SCHOOL 
ASHLAND, HASSACIDJSETTS 
November 2, 1956 
In my endeavor to construct a much-needed handbook for the 
pupils in the Ashland lligh School, I find ~ need your able 
assistance. 
In the spaq~ below and on the back of this sheet, please 
list 20 items that you feel should be included in such a hand-
book, and return it to my box in the office as soon as possible~ 
Thank you for your help$ 
Yours truly, 
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Appendix C 
QUESTIONNAIRE USED FOR HIGH SCHOOL PUPILS. 
EXPLANATION: 
1. Explain to the pupils that a handbook is in the makmng 
for future Ashland High School students. In an endeavor 
to make the handbook useful, we would like.the students• 
ideas on what to include. 
2. Discuss orally-
a. What is a handbook? 
b. Why is a handbook written? 
c. Has anyone ever read a handbook? 
d. What information does a good handbook have? 
e. What would be the benefits of a handbook for 
Ashland High School students? 
3. Pass out the sample handbooks and let the students 
study them for a while. 
4. Assignment 
Have the students list briefly their answers to the 
following questions. 
a. What questions did you have at the beginning of 
the school year, or when you entered the seventh 
grade that could have been answered in a handbook? 
b. What questions do you have now that could be 
ansvrered in a handbook? 
c. What do you believe should be included in a hand-
book for Ashland High School? 
Teacher's Note 
The results of the written work the pupils are asked to 
do will be tabulated and included in my thesis. 
Thank you ~or your cooperation. 
Helen Czrnawski 
... ~·· 
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QUESTIONNAIRE FOR SIXTH GRADE PUPILS. 
EXPLAIN TO PUPILS: 
Next September you will be entering the Ashland High School 
building as seventh grade students. The teachers realiz.e that 
seventh graders in a new school have many little problems which 
~ke school life uncomfortable for them during the first few 
weeks. The teachers would like·to help you feel more at home 
in your new school,, so a handbook is being constructed for you 
to use as a guide. However, before such a handbook can be com-
pleted we must know what it is about the school that sixth 
grade boys and girls would like to knowe 
TEACHER'S NOTE: 
Explain that each of them will receive a copy of the hand= 
book when they come to the high school so that they may read and 
study it and thereby know their new school better. 
DISCUSSION: 
Discuss orally the following questions which should help 
~ the pupil with the written work below. 
1. What makes a pupil feel at home in a school? 
2. Have you ever seen a handbook? (Show the sample 
handbooks. ) 
3. What information does a handbook contain? 
4. What kind of information would you expect in a hand-
book for high school students? 
5. How could a handbook help you during your first few 
weeks at Ashland High School? 
ASSIGNMENT! 
On composition paper, in ink, have the pupils list briefly 
their answers to the following question. · 
What would you like to know about .the Ashland High School? 
The results of the written work the pupils are asked to 
do will be tabulated and included in my thesis. 
Thank you for your cooperation. 
Helen Czrnawski 
I 
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FOREWORD 
I 
! 
Welcome to Ashland High School 
I am happy to extend a hearty welcome to each of' you as 
j you begin a new school year. I am sure .that you will be proud 
of' your new school building.. Here you will find many inter-
esting and helpful areas with advanced, modern and excellent 
facilities •. Here, too, is the equipment and teaching power 
adequate to prepare you for your future work in life. · 
I We hope that you will make full use of' the many opportu-
1 nit1es offered here; that you will develop a personal pride 
,I 
I in your work and in your school. The members of' the faculty and I will be ·pleased to .confer and assist you in any way 
possible--so feel free to ask for assistance at any time. 
1
11 The material compiled in this handbook is for your use 
'I in the hope that the information contained here.tn·.·wilJ:' be: hel:F>-
f'ul during the coming year. 
May you have a successful and happy year. 
' I Principal 
PEOPLE YOU WILL MEET AT ASHLAND HIGH 
Superintendent 
Mr. Albert C. Cook 
Secretary to the Suuerintendent 
Mrs. Phyllis Wheeler 
High School Sta~f 
I Mr. William Pittaway 
I
' Mr. Frank E. Truesdale 
Mrs. Edith G. Holman 
I 
,I, 
'. h 
Miss Charlotte Davis 
Faculty 
Miss Rena Aborn 
Miss Mary Anketell 
Miss Barbara Bartholomew 
Miss Helen Czrnawski 
Mr. Charles L. Haskell 
Mr. Roy Hayward 
Mrs. Doris V. Kapciunas 
Miss Nathalie F. Kelley 
Mr. Alton L. Leaman 
Miss Agnes Leonard 
Mr. William Luther 
Mr. Robert Manning 
Mr. David Mindess 
Mr. Anthony J. Minnichelli 
Mr. Francis P. Murphy 
Mr. Radcliffe Oxley 
Mrs. Marjorie W. Poole 
}4r. Joseph P. Ryan 
Miss Florence Samperi 
Miss. Jennifer Saxton 
Mr. James H. Sibson 
Mr. Harold B. Walker 
Mr. Gerald Weinberg 
Principal 
Assistant Principal, 
Science 
Secretary to the Principa~ 
School Nurse 
Public Speaking, English 
Art 
History 
Physical Education 
Foreign Language 
Industrial Arts 
Jr. High English 
Jr. High Science 
Jr. High History, Science 
Commercial Studies 
History 
English, Coach 
Commercial Studies 
Jr. High Mathmatics 
Physical Education, 
Faculty Manager 
Foreign Language 
English · 
Jr. High Geography 
Librarian 
Home Economics 
Mathmatics 
Algebra, Chemistry 
Music 
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SCHOOL CALENDAR 
1957 - 1958 
September 3, 1957 
September 4, 1957 
December 20, 1957 
December 21 - January 1, 1958 
January 2, 1958 
February 14, 1958 
Teachers• Meeting 
School Opens 
School Closes 
Christmas Vacation 
School Opens 
School Closes 
February 15, - February 23,1958 Vacation 
February 24, 1958 School Opens 
April 11, 1958 School Closes 
April 12, - April 20, 1958 
April 21, 1958 
Jnne 13, 1958 
June 20, 1958 
Total Elementary 
Total High School 
High School Graduation 
October 25, 1957 
November 11, 1957 
November 28, 29, 1957 
April 4, 1958 
May 30, 1958 
Vacation 
School Opens 
Elementary School Closes 
High School Closes 
179 days or less 
184 days or less 
June 18, 1958 
HOLIDAYS 
. Teachersr Convention 
Armistice Day 
Thanksgiving 
Good Friday 
Memorial Day 
Days 
74 
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39 
44 
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I. 
GE_1ifERAL RULES 
ABSENCE 
Every student must attend school punctually and regularly 
and conform to the regulations of the school. 
Each student is responsible for making up work missed 
when he is absent. 
Return from Absence: 
1. Each student shall bring an excuse written and signed 
by parent or guardian upon return from any absence. 
The following information must be included:: 
a. Students first and last name 
b. Dates of absence (first and last day) 
c. The specific reason for absence. The exact 
name of the illness should be stated. 
2. Procedure!: 
TARDINESS 
a. Each student shall report immediately to the 
attendance offi~e and present his written 
excuse for absence. This applies to all ab-
sences, part-day or othervfise. 
b. All absences should be cleared before the firs· 
bell rings. 
A student is tardy if he is not in the room when the tard. 
t 
bell rings. Tardy slips will be made out in the office. The 
remainder of the day tardies will be taken care of in the 
classroom. 
If a student is kept after class by a teacher and is in 
danger of being late to the next class, the teacher should 
33 
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fill out a pass admitting the student to the next class. 
PERMITS TO LEAVE GLASS 
A student shall not be allowed to leave classes unless 
it is absolutely necessary. Every student who leaves must 
have a pass from his teacher showing his destination and the 
time he left the classroom. 
A student must return to class at the earliest possible 
time. 
A student will not be allowed to go to his locker or the 
gym for "forgotten booksn. 
PERMITS TO LEAVE SCHOOL 
1. A student must have specific permission from the 
Principal to leave the building prior to the close of 
the school day. 
2. If a student desires to leave·:s·chool early, he ifirst 
must present a written request from his parent or 
guardian to the Principal in the morning before school 
begins. The exact time and reason for leaving must 
be included in the note from home. 
3. If the request is approved, a permit to leave school 
will be issued. This permit must be signed by the 
teachers -v;rhose classes the student v;rill miss before 
he leaves the school. 
WORK PERMITS 
The law requires that all students eighteen years of age 
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or under who are working must have a work permit. Permits may 
be obtained at the principal's office after school. 
SUSPENSION 
A pupil will be suspended from school for any willful 
disobedience, open and persistent defiance of the authority 
of the teacher, habitual profanity or vulgarity, or smoking 
on school premises. 
FIRE DRILL PROCEDURE 
1. Fire drill signal---a.series of rings which are 
continuous 
2. All work must STOP immediately. 
3. Classes leaving the building first will please v1alk 
far enough from the exit to allow ample room for 
classes following. Your teacher will indicate when 
the class should stop. 
4. Fire Drill Exit Instructions are posted in each 
classroom. 
LOST AND FOUND 
A lost and found service is maintained in the main high 
school office. Calls for lost articles may be made before and 
after school hours. 
CHANGE OF ADDRESS 
Please notify the office of any change in your address 
or telephone number during the school year. 
35 
II 
I 
I 
LOCKERS 
1. Each student will be assigned to a locker at the be-
ginning of the school year. Locker assignments will 
be made in the home rooms. 
2. Please keep your locker neat and clean. Spot checks 
of lockers will be made periodically. 
3. Report locker difficulties to the office. 
4. If a locker key is lost, a student will be charged 
35 cents for a new key. 
5. After the first offense, a student will be charged 
5 cents to use the master key to open his locker. 
6. A wire-basket type of locker will be assigned to each 
student for his physical education equipment. A com-
bination lock will be issued to the student for this 
locker. He is responsible for this lock which must 
be turned in at the end of the school year. 
CAFETERIA SERVICE 
1. The cafeteria is located acr.oss the hall from the 
gymnasium. 
2. A 25~ hot lunch will be served in the cafeteria. 
3. Students bringing sandwich lunches from home may buy 
milk :for-4~. 
GENERAL CAFETERIA RULES 
1. A student must not eat his lunch in a classroom. 
2. Lunches purchased in the cafeteria must be eaten in 
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the cafeteria. Trays and utensils ~ not be removed 
from the cafeteria. 
3. Students should demonstrate pride in their school by 
picking up all papers and lunch waste. 
4. All trays must be taken to the dish washing window. 
Students ~>rill throt'r paper refuse in the box provided 
and the utensils in the wire tray. 
5. Pupils must not leave the cafeteria until the bell 
rings. 
SCHEDULING OF STUDENT ACTIVITIES 
Requests to schedule student activities must be presented 
to the Principal. A calendar of all school events is kept by 
the office. Requests for sch~duling that have been approved 
will be listed on the calendar. Events not scheduled on the 
calendar have no official standing and must give way to pro-
perly scheduled events. 
ASSEMBLY PROGRAMS AND CONDUCT 
1. Assemblies are usually scheduled for Friday. 
2. Attendance at assemblies is required. 
3. Sections of the assembly hall are assigned to each 
class. Students must sit with their class. 
4. Show appreciation by applause only. Whistling, stamp-
ing, yelling, etc., is discourteous to participants 
and considered in bad taste. 
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POSTE-R. RULES 
No poster or sign may be posted on school grounds or in 
the building unless it has been initialed by a teacher or the 
Principal. 
PROPER SCHOOL ATTIRE 
1. You are expected to dress neatly and in good taste. 
2. Girls 1 dress regulations: 
Slacks, pedal pushers, shorts and other similar play 
clothes are not acceptable for school wear. 
3. Girls·1 gym costume 
a. white tennis shoes (sneakers) 
b. white w·ool socks 
c. sport blouse 
d. shorts 
e. name tags should be on all gym clothes 
f. gym clothes should be laundered each week 
g. girls may not wear gym attire in the corridors 
4. Boys• dress regulations: 
a. Boys must wear slacks and shirts. 
b. Dungarees and T-shirts are not acceptable for 
school attire 
5. Boys' gym costume 
a. white T-shirts 
b. trunks 
c. gym sneakers 
d. sweat socks 
TEXTBOOKS 
The books received in class are loaned, not given, by the 
town. Pupils must fill out a book slip for any books loaned 
by the school. As soon as the books are received they should 
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Treat books with care each year. Students are 
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required to pay for damaged or lost books. 
CLASSROOM.AND WORK PROCEDURE 
Class assignments and school activities are the main 
occupations of students. To secure the fullest benefit from 
these occMpations students must be properly prepared and 
equipped. No worker would ever report on the job without his 
tools. Textbooks, pencils and pens are essential tools and 
must be brought to class every day. It is well to record 
homework assignments in a small notebook. Assignments written 
in ink offer a more professional appearance than those done 
in pencil. 
I SUGGESTIONS II 
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1. A good citizen tries to be considerate of others at 
all times. Only thus can you win friends and make 
your attendance at Ashland High a truly happy 
experience. 
2. Ability to adjust your conduct constructively to the 
social situation is a sign of poise and intelligence. 
3. Demonstrations of affection on the school premises 
are in very poor taste. 
4. Refrain from applying make-up or combing your hair 
in the classroom. 
5. Remember that the bell is a warning and riot a signal 
that the class is dismissed. Classes are dismissed 
lj 
I 
I 
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only by the teacher, never by the bell. 
6. 1{rren passing in the corridors, keep to the right. 
7. Refrain from running and prevent accidents. 
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.·TRANSPORTATION! 
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STUD~~TS 
\ H !I 
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BUB RULES 
1. The driver is in full charge of the bus and pupils. 
Pupils must obey the driver promptly and cheerfully. 
2. Pupils must obey and respect the orders of monitors 
or patrols on duty. 
3. Pupils must be on time; the bus cannot wait for those 
who are tardy. 
4. Never stand in the roadway while waiting for the bus. 
5. Unnecessary conversation with driver is prohibited. 
6. Outside of ordinary conversation, classroom conduct 
is to be observed. 
7. The use of tobacco in the bus is not permitted. 
8. Pupils must not throw waste paper or other rubbish 
on the floor of the bus. 
9. Pupils must not at any time extend arms or head out 
of the bus windows. 
10. Pupils must not try to get on or off the bus or move 
about within the bus while it is in motion. 
11. When leaving the bus, pupils must observe directions 
of the patrol boy or the driver. 
12. Any damage to the bus is to be reported at once to the 
driver. 
j; 
1l 
I 
PENALTY: For violating these rules a pupil will be 
I 
I 
report-! 
I 
ed to the school principal •••••• I ! 
1: 
I 
I STUDENT CAR RULES 
II 
All cars driven by students MUST be parked in the Student 
W Parking area, which is located at the end of the school drive-
way. Each student who drives to school is to observe the 
I· 
I 
. I,, 
following rules: 
1. Cars MUST be registered in the principal's office. 
2. No student shall transport a passenger to or from '\ . 
school unless the • • ... , ... - ",... • ·i IIi passenger has written permission ,., ~;' 
• l 
' 
from his parents. 
(, 
3. A student will not go to his car during the day ~cept 
by permission of the principal. 
4. All drivers must observe the one way traffic routes 
on school property. 
5. Speed Limits: All automobile traffic must observefthe 
. 
10 mile per hour speed limit on the school property. 
~ 
6. Offenders of the rules set forth above may be pro! 
\ hibited from driving their cars to school. 
... 
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' I 1 REQUIREMENTS FOR GRADUATION 
I 
In order to graduate a student must have a minimum of 
l sixteen major points. Every student should check his program 
II of studies card for specific requirements. i 
I 
PROGRAM OF STUDIES 
The curriculum of the Ashland High. School has been de-
I
I 
signed with an endeavor·to present a varied program that will 
I 
1
·.1 The ".College Course 11 business or.industry after graduation. 
11 has been designed to fulfill, with a solid background, the 
meet the needs of students who will go directly into general 
! needs of pupils who will be competing with students from high 
schools throughout the country entering our leading colleges 
I and universities. 
l College Course 
! 
I 
-.I 
Freshmen 
*English 
*Ancient History 
*Science 
*Algebra I 
*Foreign Language (1 unit) 
*Physical Education 
1
1 
Latin I 
1
. French I 
!lj German I 
j Spanish I I General Business 
~l- Indicates required courses 
Sophomore 
*English 
*Biology 
*Algebra II 
?£-Foreign Language ( 1 unit) 
'If-Physical Education 
Latin I or II 
French I or II 
German I or II 
Spanish I or II 
World History 
Typing 
General Business 
I 
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Junior 
*Ehglish 
*U.S. History to 1900 
I
I *Foreign Language (1 llilit) 
*Geometry 
lj *Physics (or Chemistry) 
*Physical Education 
Latin I, II, III 
French I, II, III 
German I, II, III 
li Spanish I, II, III 
I Typing Mechanica-l Drawing 
* Indicates required courses 
Senior 
*English 
-1{-Contemporary History 
*Physics (or Chemistry) 
*Solid and Trig. 
*Physical Education 
Adv. Mechanical Drawing 
Mechanical Drawing I 
Latin II or III 
French II or III 
German II or III 
Spanish II or III 
Economics 
Some colleges have special requirements for special field • 
- 'I 
!I 
'I I· 
:I ,, 
;i 
All college course students must take the College Board En-
trance Exams. Check the entrance requirements for the colleges 
which interest you as soon as possible. 
Commercial Co~&se 
Fresb.Jnen 
4t-English 
*Civics or ffilcient History 
*Science 
~~Algebra I or Ari th. I 
*Physical Education 
Latin I 
French I 
German I 
Spanish I 
Art 
* Indicates required courses 
I 
Sophomore 
*English 
*Biology 
*Algebra II or Arith. II 
*Bookkeeping I 
*Typing 
~t-Physical Education 
World History 
Art 
Typing 
Business Law 
Latin I or Latin II 
French I or II 
German I or II 
Spanish I or II 
t, 
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Junior Senior 
*English -lfEnglish 
I *U .. B. History to 1900 
*Typing 
-lt-Contemporary History 
*Office Machines or 
Office ··Practice 
II 
II il 
' 
*Bookkeeping II or 
.Stenography I 
*Physical Education 
Bookkeeping II 
Stenography I 
Business Law 
Latin I, II, III 
French I, II, III 
German I, II, III 
.Spanish I, II, III 
.Art 
Office Practice 
Office Machines 
* Indicates required courses 
-if-Physical Education 
Office Practice 
Office Machines 
Stenography II 
Business Law 
Senior Typing 
Economics 
This course is designed to provide a solid foundation 
for those who will go direct.ly :from high school to secretarial, 
bookkeeping, or general office work. Preparation is made for 
advance study in a Business or Secretarial School. 
Pupils electing this course should talk with the com-
mercial teacher concerning future plans and then secure 
counseling and subject selection help. 
General Course 
F".ceshmen 
*English 
*Civics 
olE-Science 
*Algebra I or Arith. I 
~~'Industrial Arts (boys) 
-l~Home Economics (girls) 
*Physical Education 
Art 
* Indicates required courses 
Sophomore 
*English 
*Biology 
*Algebra II or Arith. II 
*Industrial Arts (boys) 
-lE-Home Economics (girls) 
-lf-Physical Education 
World History 
Art 
Typing 
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Jimior 
~t-English 
*U.S. History to 1900 
, *Geometry 
*Industrial Arts (boys) 
*Home Economics 
*Physical Education 
Art 
Senior 
*English 
olE-Contemporary History 
*General Mathematics 
*Industrial Arts (boys) 
*Home Economics (girls) 
*Physical Education 
Art 
Mechanical Drawing 
Typing 
Advanced Mechanical Drawing 
Typing 
Economics 
* Indicates required courses 
The purpose of this course is to orient the student with 
the basic technical and domestic areas in which we live. By 
this orientation the student may better exercise consumer 
judgment and lean toward his occupational advantages., 
Practical Course 
Freshmen 
*English 
*Civics· 
*Science 
*Physical Education 
Industrial Arts (boys) 
Home Economics (girls) 
Art 
Public Speaking 
Reading 
* Indicates required courses 
Sophomore 
if-English 
*Biology: 
~t-Ari th. II 
*Physical Education 
Industrial Arts (boys) 
Home Economics (girls) 
Art 
World History 
Typing 
Reading 
Public Speaking 
I. 
4R 
II 1! 
'I 
II 
Junior 
j· *English 
, *U.s. History to 1900 
I -~~Physical Education Industrial Arts (boys) I Home Economics (girls) 
1
1 :~ural Science 
Typing 
Reading 
Public Speaking 
* Indicates required courses 
Senior 
*English 
*Contemporary History 
*Physical Education 
Industrial Arts (boys) 
Home Economics 
Art 
Reading 
Public Speaking 
Natural Science 
This course is designed to offer a general education for 
lj 
those planning to take a job in business or industry. Special 
permission to take this course must be obtained from principal' I 
office. 
Pupils planning to take this course should report to the 
office as soon as possible so that a course may be planned to 
fit the individual need. 
REPORT CARDS 
Report cards will be issued bi-monthly. The report card 
must be signed by the parent or guardian and should be returne 
the next day. 
Subjects are ranked thus: 
11A11 - Excellent 
11B 11 - Good 
11 C11 - Fair 
"D" - Passing 
uEn - Failing 
"S" - Satisfactory 
"Uu - Unsatisfactory 
Subscripts 1, 2, 3, are effort-marks in subjects. 
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Personal Qualities are graded for courtesy, dependability, 
and cooperation and are marked 1, 2, or 3. 
HONOR ROLL 
The honor roll is the average of the grades received: 
A having a point value of 20, B- 15, 0 -10, D- 5. First. 
il I II 
ll 5o 
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I 
honors is an average o:f 18.0 - 20. Second honors is an average! 
of 15.0 - 18. 
SCHOLARSHIPS 
Most colleges and universities offer academic scholarships 
to students who are high in academic standing or show academic 
promise. These scholarships are offered by selection or I 
application. Application may be made directly to the institutiJn 
concerned. Our library has lists and addresses of such schools 
for your information. 
There are a few awards and scholarships available to 
Ashland High students. For information pertaining to these 
scholarships inquire at the principalts office. 
LIBRARY 
Any studentQ..esin;&ng to come to the library must :first 
obtain a slip from the librarian. This should be done at the 
beginning of school in the morning or at the beginning of the 
period he intends to come to the library. Students then must 
report to their own study, and have the slip signed by their 
teacher, before reporting to the library. 
II 
I! p 
n 
No pupil will be aliowed to come to the library in the 
middle of his study period. 
LIBRARY RULES 
A. Library Hours 
I 
i! 
!I 
II 
I 
!I j: 
I 
I 
I 
The library will be open for reference use and borrowing il 
I 
I, 
books at all hours that school is in session; except, during 
I' il 
II 
the Homeroom period, which will be reserved for the "return 
of books" only. 
B. Reference Books 
Reference books are books which are consulted to find I 
out facts or information on a subject, but which are not meant! 
to be read through. Such books are dictionaries, encyclopedias, 
- II magazine indQ.:ces, etc .. · I 
l'i Reference books may not be borrowed. They remain in the j 
i 
library at all times. 'I 
! 
C. Non-Fiction and Fiction Books - Process of Lending I 
All non-fiction books may be borrowed from the library 
for a period of two weeks. 
1. The borrower removes book card from the pocket. 
2. The borrower writes his name and Homeroom number on 
the book card. . j, 
3. The Teacher-Librarian or pupil in charge of circulation, 
stamps on the bookcard and on the date-due slip in theil' 
book the date on which the book is to be returned to 1 
the library. Books may be returned before the date I 
due, but are considered overdue if returned later 
than the date stamped on the card. 
1
1 
D. Magazines I 
Except for current issues,(latest magazines), all other 
II 
,, 
/I 
II 
I 
I magazines stored in the library may be borro~ed for one week. 
The student may ask for such periodicals at the Librarian's 
desk. The current magazines are kept on shelf in the library 
for immediate consultation by any student. 
E. Reserve Books 
ji 
I II 
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Upon the occasion that a school assignment is given, and j 
. I 
only a limited amount of material on that subject can be foundj 
. I 
in the library, the Teacher-Librarian selects any book in the 1 
library that may contain such material, and places it on a 
nreserve shelf 11 • These reserved books may not be taken out 
of the library, and are therefore, available for use at all 
times. 
F. Over-Night Books 
The library may sometime own more than one copy of a 
that has been placed on the nReserve Shelfn. This extra copy 
1 
may go out of the library over-night, and is to be returned 
I the following morning. In such a case, the book will be 
I charged out only at the end of the school day. 
G. Overdues 
A fine of two cents per day will be charged for each 
II book overdue. 
I due, and gives no account to the Teacher-Librarian for the 
If a student withholds a book beyond the date 
I delay, his final grades will be withheld until the book is· 
reinstated in the library. 
Note: When a student is finished with a book before the date 
due, he is urged to return it to the library as soon as 
i 
' 
,, 
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I 
'l 
I 
possible. This way, the book may be read by another 
student, rather than idling away at home. 
H. Lost and Damaged Books 
1. I:f a student is responsible for the loss of a book, 
he will be required to pay for at least half of the 
cost of the book. 
2. A student responsible :for any minor damage to a book, 
will be asked to help mend it. In case of serious 
injury to a book, the student 1rfill be asked to make 
payment, based on a nsliding scalelf, according to the 
degree of damage. 
I. Library Conduct 
are eager to help one another in their home assignments and 
learning. Respect for others trying to study in the library 
should be had at all times. 
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GENERAL INFORMATION 
I 
BULLETINS I 
II Bulletins are printed for the puppose of informing student~ 
about school activities. Each student is responsible for . 1! 
i 
reading notices posted on the bulletin boards in the classroomsi 
and corridors. 
No notices v.rill be posted on the bulletin boards b:y; stu-
dents unless approved by the principal or a teacher. 
NO SCHOOL SIGNAL 
1. ttTen Blastsn 
Ten(lO) blasts of Fire Whistle at 7:15 a.m. 
No school all day for High School and Elementary 
School. 
2. "Five Blaststt 
Five (5) blasts of Fire Whistle at 7:15 a.m. 
No school all day for Elementary School grades 1 -
Note in addition, the uno school signal11 is broadcast over 
station WBZ, WKOX, and WNAO. 
TELEPHONE 
The pay telephone located in the corridor near the office 
may be used only with permission of the office. 
I 
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I 
I 
part:Lc:Lpa tJ 
CHEERLEADERS 
All girls who wish to become cheerleaders must 
.4t in the ~~ual try-outse Cheerleaders will be chosen in the 
spring. Junior girls only are eligible to try out. Every 
girl trying out must be a good citizen and obtain passing 
il 
I 
j; 
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grades. 
STUDENT COUNCIL 
Student council members are elected during the first few 
weeks of school in September. Members are elected from each 
class as follows: 
4 from the Senior class 
3 from the Junior class 
2 from the Sophomore class 
2 from the Freshman class 
3 from the 8th grade 
3 from the 7th grade 
The regulations concerning elections will be explained 
by the home room teacher. 
HEALTH SERVICES 
il 
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The aim of the school nurse is to prevent the development l 
or spread of contagion among the students, to detect defects 
of sight or hearing and administer to minor health needs as 
well as give first aid in case of necessity. A modern health 
room, in charge of the school nurse, has been provided for 
this service. Her office is located in the elementary wing 
of the building just off the lobby. 
SCHOOLTIME-AdCIDENT INSURANCE 
All students are eligible for accident protection at a 
IJ 
I 
I 
II 
11 
minimum cost per year. 
'I I. 
Every student will have an opportunity lj 
to subscribe to this plan through the homeroom teacher at the I 
beginning of the school year. 
Every studei?-t taking part in any school athletic team 11 ========~~~~~~-~ ~~v~~~~~~oz.ec~~o~·================================~'~!======== 
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CLASS RESPONSIBILITIES 
1: 
i 
" it
II 
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The members of each class will set the amount of dues eachl 
. . I 
year. Part of each year • s dues is used to defray current ex-
1
j 
penses of the class, but the main portion is employed to meet I 
bill attendant upon activities in the senior year. To partici-.1 
,, 
pate in class functions, a student must have his dues paid up~ II 
to-date. 
HOW TO STUDY 
1. Be sure that you have a copy of the lesson assignment 
in your notebook before you leave the classroom. 
II 
I' 
,r 
!I II I: 2. Have a fixed time to study and allow nothing to inter- 1,1 
ferea I 
3. Study in a quiet, light, airy room. II 
,, 
4. Have all your materials ready before you begin to work.il 
5. Start with the strong determination that you will mas- jj 
ter the lesson before you stop. The will to do is half 11 
the battle. 
6. Concentrate and think abo¥t what you are studying. 
will save time and energy. 
I 
You!! 
II 
·I 
7. Notice chapter and paragraph headings, topic sentences II 
and sentences in italics or black type. 11 
8. Give the most time and attention to your weak points. 
9. Learn to use the dictionary and reference books. 
II 
I! 
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10. Do not spend all your time on on~ subject. 
it justly. 
.Aopp orti on '1 
I 
11. Secure at least eight hours of sleep. 
12. Take pride in homework you hand in. 
important. 
I 
l Neatness is very 11 
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DANCES 
1. General 
I' 
,! 
1,1 
.Any senior school pupil may attend all school dances upon !1 
t f th ul d i . f II paymen o e reg ar a m ss1on ee. 11 
Thdl There are several school dances held during the year. 
two big dances are the Junior Prom and the Senior Dance. 
2. Rules Governing School Dances 
I' 
II 
II 
a. There shall be chaperones present at each dance. I 
b. All school dances shall close not later than 11:00 I 
o'clock with the exception of the Junior Prom, Senior II. 
Dance and those sponsored by Junior High groups. 
c. All school regulations concerning conduct will be lj 
strictly enforced. , 
1. Smoking on school premises is p~ohibited. I 
2. Loud or rude behavior will not be tolerated. 
3. No student may enter or leave by any other en- li 
trance other than the main entrance with exceptio:qj 
of emergencies. il 
d. Students or guests attending any school dance may not ljl 
leave until the dance is over unless they present to 
the principal written permission from parent or guardidl. 
3. Dress !1 
a. Record hop: school clothes - no jeans or chenos.. J~' 
b. Semi-formal: girls wear dressy dresses and boys wear 
suits. I 
c. Formal: girls wear formals and boys wear business suit l 
or tuxedo. I! 
II 
PUBLICATIONS II 
The B1Bh Times is the student body publication. It will I 
rl 
be published and distributed twice a year. A minimum :price 
will be charged to students wishing to obtain a copy. 
The Vox Anni is the yearbook of student body activities. 
1
, 
Excellent books were published in passed years. All students 
will want to obtain a copy of the Vox Anni to preserve their 
I 
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fond memories of' good old Ashland High School. 
ATHLETICS 
1. Schedules 
All boys and girls athletic schedules will be published 
immediately after they are dra\in up. 
2 .• Participation in Athletics 
A candidate for the various athletic teams shall not be 
allowed to participate either in practice or games until: 
II ,, 
I 
.I 
I' I. 
'I I. 
II 
a .. Permission from his or her parents (in writing) is 'I 
received. l1 
b. A physical examination by the school physician and his l 
certificate of' approval transmitted to the principal 
1
! 
of the Ashland High School. lj 
c. tie or she is insured under the Athletic Insurance j 
program which he or she must purchase and evidence 
1 placed on file with the principal of' the Ashland 11 
High School. II 
d. The principal may prohibit from participation in ei theJI 
practice or competition any pupil whose conduct in or 
out of school is not in keeping with our school stan-
dards or any pupil who is not eligible as defined by 
the rules of the Secondary School Principals' Assoc. 
(1) Any player smoking is automatically suspended 
for two weeks (first offence); dropped from 
the squad for the second offence. 
(2) No drinking of' alcoholic beverages at any time 
or be dropped from squad for a season on the 
first offence. 
(3) Maintain, with cooperation of parents, a suitabl~ 
hour for retiring during season. Any boy or gir~ 
out after curfew of about 10:00 p.m. will be I' 
dropped for two weeks - second offence dropped j 
for season. 1 
I 
(4) Any player not attending classes will not be 
allowed to attend practice on that day, or if on 
i 
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II 
II 1r ,I day of a game, not allowed to play. II ,, 
II 
I' 
(5) 
(6) 
Any player missing three practices without per-
mission or reasonable excuse will be dropped. 
Candidates for teams and Varsity members are not 
excused from the physical education prqgram 
except by permission of the principal. 
(7) No pupil shall take part in practice or games 
when it appears that he or she is not in good 
physical condition. In case of doubt, the case 
will be referred to the school physician for 
his decision. 
Transportation 
The means of tran~portation of all athletic teams shall 
be subject to the approval of the principal. All boys and 
girls teams, Varsity and Junior Varsity will be transported 
q 
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by school bus. All members of the teams and manager and 
scorer must leave from the school and return by the school 
II 
bus.ll 
II 
Any violators of this rule are subject to disciplinary action 
by the Principal of the Ashland High School., 
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SCHOOL SPIRIT 
Alma Mater 
Ashland we 111 ere be true 
We will all pledge our hearts to you. 
In the days that will come and go 
Let our knowledge flourish and grow. 
Friendship that we've made here 
Through the years we will hold most dear. 
When we think back to high school days 
We'll remember - voices we 1 ll raise. 
Blue and white forever they will stand 
For the highest standards in the land. 
Let's pledge our hearts sincere 
To remember what we've learned here. 
Ashland High School a beacon bright 
Ashland High School - beacon of light. 
School Colors 
Blue and White 
Cheers 
Cheer for the Coach 
He's got the pep,. 
He 1 s got the steam, 
He's got the jive, 
He's got the team, 
Pep, steam, jive, team, 
He 1 s the coach of our team. 
Yea, Coach, Yea, 
' 
Yea, Yea, Coach 
Extra, Extra 
Extra, Extra 
Read all about it, 
(Name) got a touchdo1~ and we wana shout it. 
So come on, kids, we want more, 
Ashland High School, raise that score. 1,2,3,etc. 
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Hooray for Ashland 
Hooray for Ashland, 
Hooray for Ashland, . 
All of us are shouting, "hooray for Ashland. 11 
We're strong, we 1 re fierce, we 1 re gona win this 
Hooray for Ashland 
Best team here. 
I-I-I-Ikus, 
Nobody like us, 
I~I-I-Ikus 
We are the team from Ashland High. 
Always a-winnin 1 , always a-grinnin 1 , 
Always a-feelin' fine. I-I-I-Ikus, etc. 
Team is in the Huddle 
The team is in the huddle 
The captains raise their heads 
They all got together and this 
Is what they said: 
Beat em boys, Beat em boys, 
Beat em, Beat em, Beat em, boys 
Fight team fight~ 
Shake em high 
Shake em low 
Shake em High 
Spin em aro~md and let em go 
Ashland High is on the loose 
(opponent) vamoose. 
End, Center, Tackle, Guard .. 
End, center, tackle, guard, 
Hit your man and hit em hard 
Hit. em high, hit em Il.ow .•. 
Come on Ashland, lets go. 
Clockers 
C with an L with a CLO, with a C with a K 
With an ERS, CLOCKERS the best. 
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